
STEP-BY-STEP INSTRUCTIONS TO ADD ATTENDANT 
 

(For additional information about table maintenance, please 
review the Table Maintenance section in the Training Guide) 
 
Step 1: Go to Administration and click on Table Maintenance 
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Step 2: Select the BIRATTEND table 
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Step 3: Click on the “Do not create new record” check to uncheck the 
box. This will allow new attendants to be added. 
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Step 4: Highlight an existing attendant by clicking on the attendant. 
(HINT: select an attendant that has characteristics similar to the 
attendant that you are going to add--such as an attendant with the 
same address) 
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Step 5: Click on the Update Data tab. This will cause the record that 
you highlighted to be displayed. 
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Step 6: Replace existing information with the new attendant’s 
information. Fields that may possibly need to be changed on this 
screen are: NAME_FIRST; NAME_MIDDLE; NAME_LAST; 
NAME_SUFFIX (such as Jr, Sr); TITLE (such as MD, PA, DO); 
ADDRESS1; and CITY. Leave the NCHS_TITLE_CODE and 
FAC_CODE the way they are. Other fields are protected and can’t be 
changed. ADDRESS2 is not currently being used and won’t show on 
the certificate if used. 
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Step 6 (continued): Existing information replaced with the new 
attendant’s information. 
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Step 7: Remainder of Screen. The fields that may need updated are 
State and Zip Code. The field that must be updated is NAME_LMFS. 
This is how the name appears on the drop down menu. Failure to 
update NAME_LMFS (last, first, middle, suffix) results in attendants 
displayed multiple times on the drop down menu. This could also 
result having a different attendant than the drop down name that 
prints on the certificate. 
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Step 7: Remainder of Screen (continued). Existing information 
replaced with the new attendant’s information. 
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Step 8: Select Insert as New. This will add the new information into 
the table and is the last step to add an attendant. 
 

 
 
 
 
If you have questions concerning this or need help, please call the 
Vital Records help desk at (402) 471-8275. 


